How To Add a Rental Car and/or Hotel to an Existing Travel Reservation

If you have an existing reservation and want to add a rental car and/or hotel to the trip,
do not start a new reservation. Instead, add to your existing reservation following the
steps below.

1. Log into your Concur account.

CONCUR

Sign In

User Name

stp@dgs.ca.gov

CONCUR

© Copyright 2016 - Concur

2. Select the Travel tab in the upper left hand corner of your home page, and then
select your Trip Library.

(@4 CONCUR Travel Reporting ~ App Center

Travel Arrangers Trip Library Templates Meetings

Trip Library

3. Select the reservation you wish to add to.

Trip Name/Description Status
Trip from Saocamento to Los Angeles (QKTIVG) Ticketed
DiR Loz Angeles and San Bemarding -:_‘:::::I

Trip from Sacamento to Los Angeles (WJWHMZ) Ticketed

Concur Training (DNROFY) Ticketed
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4. In the Trip Overview box at the top of the page there is a section that says “Add to
your itinerary”.

| want to... Trip Name: Trip from Sacramento to Los Add to your ltinerary

Erint Itinersry Angeles [Edin

E-mail ltinerary @ ar @ Hotel

coen in Outl Start Date; May 20, 2015 I
E ook

Wiew Trip History End Date: May 21, 2015

Lreste Template Created: Mar 2, 2015, Kathleen LaFata

p— (Modified: Mar 10, 2015)

Cancel Entire Trip Description: DIR. Los Angeles and San
Bernardino [Edit

Agency Record Locatorn: QKTIVG
Ticket Humber{s): 5262433473476

L]

Passengers: Kathleen Marie Lafata
Total Estimated Cost: $101.12 USD [Detsils)

5. Select the item you wish to add to your itinerary, and then confirm the search
selection by selecting “Search.”

Trip leg selection

Add reservation to:

Los Angeles, CA {LAX) {May 20) |5
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6. If you are adding a car rental to your itinerary enter in your preferences. Verify the
pickup and drop off date, your pick up location, and car type. Then select “Next.”

Rental Car Search Preferences

State of California does not reimburse for Mavigational Systems (GP3) or Ski Racks

Pigk-up date Drop-off date
05/20/2015 | 08:25 am [w] ||[05/21/2015 || 06:40 pm E|| <
~ Pick-up car at
@ Airport Terminal ) Off-Airport
Please enter an airport.
LA - Los Angeles Intl - Los Angeles, CA |
|:| Return car to another location
Car Type [(Select up fo 3 )
Economy Car Hybrid P P S
Compact Car (=1
Compact Car Hybrid il
Intermediate Car
Intermediate Car Hybrid &
Smoking
| Don't care E||
Preferred Car Vendors
|¥|Enterprise [¥]Any Vendaor s | C—
|| Aalama = (=]
|:|ﬁwi5 =
|7 Budget =
Dinllgr ® aie

Yaur company preferred vendars will be included in the
search with your preferences.
Indicates major vendor.

Add Rental Cars

Display Trip Return to Travel Center
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7. The search results page will display with all the cars available for that location.

All ] ) om0 = = et & e =

28 resuts Economy Car  Compact Car | Intermediate Car | Standard Car ~ Standard Convertible = Full-size Car ~ Premium Car  Luxury Car ~ Mini Van

3300 3300 3500 88.00 35.00 66.00 88.00 5600

Preferred

8. Select your appropriate rental car by clicking the blue button with the total
estimated cost.

Displaying: 1 out of 28 results. @

Intermediate Car - $33.00 per day (Sabre)
Unlimited miles Total cost
Automatic transmission
(Corporate rate)
Preferred Vendor for General Services / E-Receipt Enabled @ Location info

9. Verify the Review and Reserve Car page and select “Reserve Car and Continue”.

Back Reserve Car and Continue

10.1f you are adding a hotel reservation to your itinerary, verify your check-in and
check-out dates, select a search area, and click on “Next”.

Chedk-in Date Check-out Date

05/20/2015 05/Z1/2015 _
Find hotels within [§ | Distance Units| miles [=] | of

) Airport ) Address

) Company Location @ Reference Point/ Zip Code <

Reference Point / Zip Code
(e.g. 'Statue of Liberdy’, "90210" or "Alexandris, VA7

Los Angeles, TA

[E] wwith names containing:

Prefer the following chains

Company Preferred Hotels within 15 miles
These properties will be automatically added to your
| search

Best Western Plus Carriage lrn™™"

Cormfort fnn Santa Momica - West Los Angeles™*
T | |DowbleTree by Hilton Hotel Los Angeles -
Westside***

* Indicates major Elmn Llmted & Sl mm s
vendor. @ What are Preferred Hotels?

Hotel Memberships Hotel Vendors
[#lany Hotel
i [l carlsen Brands (All} =
B [F] choice Brands =
[ Hirton gaany =
+.

oAy -

i

Please choose a location to search for your hotel, and select your check-in and check-out dates.

Help me find a hotel

v \
\ i »
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11.You will see your hotel search results. A map will display your first 25 search

results in relation to the location you selected/entered as part of your search
criteria.

» ~ 2 Burbank 3
«N» O @ | Automatic v T |’ ¥
X /napaGlendale = onrovia
AgouraHills Ve i San Vicente — it ol g0, D
o Mougtain M YW ArcadiawDuarte Glendora LoV
ca s Topanga -~ Temple City r':j Vincent 2YE0
i) ,S,“,,:: Lookput A (1o San Dimas
tion Mtns. - &)  West Hollywood Rosemead Baldwin Park L
’ RA‘-’ar'OIIm/ Beverly Hills (7o) ) ““El"Monte West-Covina .
ecreation )
Area ol e I‘°5‘Ang,eles South.E| Monte  Valinda Rom
e > v 101} (%) Walnut &
Santa Monica ‘9" Cly East Los La Puente ¢
Qm‘\l’ark @ Aggeles Hacienda Diariond Bar
Playa,Vist Y2813 \ Heights
b lv‘f@\‘)d Florence Bell Whittier ‘::)Mah"d
Al eights
" / SQuin.Gaip South Whittier g
V‘Q ‘Nestmont g
Lynwood La Habra
Q /thorne @ ~=Notwalk Brea
La Mirada >
Manhattan'8each, Gardena Campton = Yorba Linda
' Cerritos’ W%~ Fullerton |
Redondo Beach A8 oy m
Torrance == = i
aron.G) @ cypress Angbeimbl il park
W § i
Lo"flst:camn Signal HilLes Alamitos Stanton Orange
- ; Rossmoor : .
{22) North Tustin
Rolling Hills Estates Long Beach :;v Garden Grove orth Tusti
Rancho Palos (a1 Gotinster ot iARn o
Verdes
S . .5mies =10km
hina AT :

will appear below. Make your appropriate selection by clicking on the price.

12.When you are ready to reserve a hotel room, click “View Rooms”. The hotel rates

W RW KR

@ 1.95 miles

Room Options

1king:state Government Rate - - Id Required. Not Valid For Government-contracted Vendors
State Govt Employee Id Traditional Non-smoking: Heavenly Bed And Bath: 37 Inch Flat Panel
Hdtv: Starbucks Coffee In Guest Must Be An Employee Of The State Of California traveling On
Offical State Business. Must Show Valid Government Identification At Ch (Sabre)

Rules and cancellation policy

\e

2dbls:state Government Rate - - Id Required. Not Valid For Government-contracted Vendors
State Govt Employee Id Traditional Non-smoking: Heavenly Bed And Bath: 37 Inch Flat Panel
Hdtv: Starbucks Coffee In Guest Must Be An Employee Of The State Of California,traveling On
Offical State Business. Must Show Valid Government Identification At Ch (Sabre)

Rules and cancellation policy

23. The Westin Los Angeles Airport $120
5400 West Century Boulevard, Los Angeles, CA 90045  Map it
@ 1.95miles W R AR
Hotel details
23. The Westin Los Angeles Airport $120
5400 West Century Boulevard, Los Angeles, CA 90045 Map it

Hotel details

o XN
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13.Review the information on the Rate Details and Cancellation Policy pop-up
window, confirm that you agree to the rate rules, and then click “Reserve Hotel
and Continue”.

ACCEPT RATE DETAILS AND CANCELLATION POLICY

Please review the rate details and cancellation policy provided by the hotel

Please review the rate rules and restrictions before continuing
The hotel provided the following information:

RATE: USD 120.00
\ TOTAL RATE: 138 83 USD
EXTRA PERSON: $0.00
*| agree to the hotel's rate rules, restrictions, and cancellation policy.

Back Reserve Hotel and Continue ?

14. After you have made your selection you will be brought back to the Trip Overview
page. Verify the additions you've made are the correct ones and scroll to the
bottom of the page and click “Next”.

FLEASE TRAKE A MOMENT TO FILL OUT OUR CUSTOMER

SERVICE SURVEY AT WWW.SUEVEYMONEEY.COM/S/HQHJEFF

CALTRAVELSTORE FHONE NUMBER 877 454-8785

WO HOTELS EEQUESTED ON THIS ITINERARY

WO CARS REQUESTED ON THIS ITINERARY

FLEASE FEESENI/RECONFIEM YOUR FREQUENT TRAVELER NUMBER UFON CHECE IN.
SOUTHWEST TICKETS ARE VALID ON SOUTHWEST AIRLINES ONLY.

SOUTHWEST DOES NOT FRE-ASSIGN SERIS

ALL FLIGHIS REQUIRE CHECK IN OWLINE OR AT THE AIRFCRT

A% Pravinug
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15.Verify any necessary trip information and click “Finish”.

Trip Confirmation

Press the "Finish” button to complete your booking and have it processed.

Trip Name:!

Trip from Saoramento to Los Angeles

Desoription:

DR Los Angeles and San Bermnardino

Send a copy of the confirmation to:

Send my email confirmation as @ HTML ) Plain-tesxt

Include directions and maps to hotels

Display Trip

16.The final page shows your itinerary again with the trip information for final review.
Scroll to the bottom of the page and click “Confirm Booking”.

Almost done... Please confirm this itinerary.

omp v

17.Your itinerary will appear one last time, now with a blue “Finished!” message in

the upper left corner.

Trip Summary

Finished!

NOTE: Make sure you scroll to the
bottom of every page clicking Next
until you have received the
“Finished!” message. If you close
before hitting “purchase” or
“confirm booking”, your
reservation will be canceled.




